JOB AID # 4
FOR BATTLE DRILL 4 PROCESS

CONTRACT (P2P) WITH SPS

WITHOUT WAWE




Task: Process CONTRACT (P2P) WITH SPS WITHOUT WAWF

Condition: As a Resource Manager (RM) working with a Deployable Fund
Center. You will have access to the following systems: General Funds
Enterprise Business System (GFEBS), Standard Procurement System
(SPS) and Wide Area Workflow (WAWF). Create a Purchase Requisition
(PR) and the Purchase Order (PO) and certify the payment for
disbursing.

Standards: Validate accounts payable documents and prepare voucher(s)
for payment with 100% accuracy by completing the following: PR&C,
PO, Receiving Report, Vendor Invoices, upload supporting documents
to GFEBS, conduct payment proposal and Disburse payment.



Home v My Account * Favorites v Quick Links »  Self Service v

{ﬁ GFEBS Home (Related Content « )

AKO Home > DoD Organizations > Army > Headquarters, Department of the Army (HQDA) > Secretary of the Army (5A) :

Home
Welcome to GFEBS

General Fund Enterprise Business System (GFEBS) is the Army’s web-enabled financial, asset and accounting management system that s
and the Army Reserve. GFEBS will subsume owver 80 legacy systems including the Standard Finance System [STANFINS), the mest widely used
Army Research and Development System (SOMARDS). After deplovment, GFEBS will be one of the worlds largest government Enterprizse Resou

GFEBS Wallpaper

GFEBS System

@ GFEBS GRC (Access Control)
GFEBS GRC

) GFEBS Portal (Production) <:|

§| GFEBS Seli-Service Home
Create/View/Update Helpdesk Reguests (Mote: NIPENET Access is Reguired)

@ GFEBS Training and Performance Support Website (GFEBS Help)
@ GFEBS Training Portal (End User Training)
@ GFEBS 1.4 QA Portal

Click on the GFEBS Portal (production ) Tab



GFEBS*

You are accessing a U.S. Government (USG) Information System (1S) that
is provided for USG-authorized use only. By using this IS (which includes
any device attached to this IS), you consent to the following conditions: -
The USG routinely intercepts and monitors communications on this IS for
purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct
(PM), law enforcement (LE), and counterintelligence (CI) investigations. -
At any time, the USG may inspect and seize data stored on this IS. -
Communications using, or data stored on, this IS are not private, are
subject to routine monitoring, interception, and search, and may be
disclosed or used for any USG authorized purpose. -This IS includes
security measures (e.g., authentication and access controls) to protect
USG interests--not for your personal benefit or privacy. -Notwithstanding
the above, using this IS does not constitute consent to PM, LE or CI
investigative searching or monitoring of the content of privileged
communications, or work product, related to personal representation or
services by attorneys, psychotherapists, or clergy, and their assistants.
Such communications and work product are private and confidential. See
User Agreement for details!!.

| CAC Login [R g

1. Click on the CAC Login option.



Detailed Navigation

=] I Welcome to GFEBS! =

« Welcome
= Universal Worklist

1 .Select the ERP tab

Tuesday, 4 September

m

Enhancement to SPS IDOC Processing and Error Notification
Attention: GFEBS PO Interface Monitors, RMs and Contracting Officers
GFEBS is implementing a planned enhancement to the Standard Procurement

System (SPS) Interface that will impact three key areas of the SPS IDoc
Interface.

1. When viewing detailed SPS IDoc information using transaction
WEQ2 or the SPS IDoc Error Report. users will now be able to view ALL

Support n

For any questions related to the system, please contact the GFEBS Help Desk
via GFEBS Self-Senvice Home, by phone, or by email

Phone: 1-866-757-9771 (+ 1 541 429 6442 internationally)

Email: gfebs. helpdesk@accenture.com

Create new, view and update current requests via GFEBS Self-Service Home
(NIPRNET access required): remedyweb.qfebs-erp.army.mil




1. Enter MES1N in the t-code box to create a new PR.

Welcome Ana Wimbush

FEBS Home ERP Business Inteligence

PRD - 600

PRD - 600 History, Back

| sAP Easy Access - User menu for Ana Wimbush
nud [vestd | [Log off | [ System ) ||[ User menu |[ SAP menu |[ SAP Business Workplace |[ Add to Favorites |[ Delete Favorites || Change Favarites || Move Favorites down || Move Favorites up |

cns—

» (CJRole EPS_EC_CM_GENERAL_DISFLAY_0000
» CIRole EPS_EC_CM_COST_PLAN_MNTR__0000
» (CIRole EPS_EC_CM_GENERAL_DISPLAY_0000
» CJRole EPS_EC_CM_COST_RATE_MNTR__0000
» (CJRole EPS_EC_CM_GENERAL_DISPLAY_0000
» CIRole EPS_EC

_COST_RECVY_PROC_0000

2. Select the type of PR you need from the drop down menu.

History, Back

it |[ Cancel | [ System ] | [ Document Overview ©n |[ Create |[ Other Purchase Requisition | [ Personal Setting |
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K

0.00 0.00) 04 Fort Sam Hous
1 0.00 0.00] K04 Fort Sam Hous
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] 0.00] 0.00 K04 Fort Sam Hous
1 0.00 0.00! K04 Fort Sam Hous
1 0.00 0.00/ K04 Fort Sam Hous
1 0.00 0.00! K04 Fort Sam Hous
1 - 0.00
<] >
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]

==

Expand/collapse the portions of the PR as necessary.



3. Input all necessary information in the Header Text to include requirements, existing contract information, option being exercised. COR POC info, RM POC info
and Pay office DODAAC

Welcome Ana Wimbush

PRD - 600

ot GEERGK

Business Intelligence

Create Purchase Requisition

[menu) 4| | [save |[ Back |[ Exit ][ Cancel | [ System | [ Document Ofrerview Off || Create || Other Purchase Requisition || Check || Display | |[Help || Personal Setting |
Document 2 SPSPR ] | Sourcq Determination
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@ Item Overview

E!I;em [1]4001: CLINICAL REF LAB TESTING SERVI... & EE
UEICHEDEE « Quantiies/Dates | Account Assit | Source of Supply - Status - ContactPerson - Texts  Delivery Address - Customer Data

4. Enter Item Overview Information for every line item of the requirement (see example on the next page).
a. A (account assignment): U= Unfunded K= Cost Center P= WBS.: F = Internal Order
b. Short Text: CLIN line description
c. Quantity: Amount of item/service required
d. Unit: Unit of Measure
e. Val.Price: Price Per Unit
f. Deliv. Date: Expected Date of Delivery
g. POrg: Army (Always Army)
h. Desired Vendor: Not mandatory but if this is an option year enter vendor’s Cage Code.
i. Matl Group: Commitment Item (EOR)
j. PGrp: last 3 alphanumeric characters of the Contracting DODAAC (i.e. YTZ for W912YTZ)
k. Plant: 4 letter indicator of your location. (ask your RM if you are unsure)
|. Requisnr.: First initial and last name of person i.e. JDOE ( this is a searchable field)

=l

CLIN line title or name 1ea 1.00 army 2

,,,,,, ' e S E &a | I A [ B |u|jl!£ld)h'ullnal_llq‘L[ =] [ |[EH oerauit values
[Ekls.t Item |~ &.hon Te(t Suantity [Unit al F-nce A 2 [Fora [Oes vendor [mati Group
0.00 10/01/2012 5290




5. Once the information for all CLIN lines are input, Press Enter.
Select the Valuation Tab and Enter Price

| vreawe rurcnase quisiuon

e
I [ \ || [Save |[ Back |[ Exit |[ Cangfl | [ System | [ Document Ovenview On |[ Create |[ Other Purchase isition || Check || Display I |[ Help || Personal Setting |
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on, option being exercised.
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& Header note

|| Defautt values |

Quantity lUnit =Total Value |DelivDate  |POrg [Des Vendor [Mati Group  [PGr [Plant [Reqt
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0.00| || | K04 Fort Sam HougA Wi—]
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Iten [1]CLIN Line ¥Description
: Valuation

Valuation Price  [1.00 foso ]/ |£a Total Value 1.00 UsD

Promotion [
V! Inv. Receipt

A& No Approvers found for PR. Please contact WF Approvers Administrator. [>| PRD (600)

</ Trusted sites H100% ~

Acknowledge any warnings at the bottom of the screen by pressing enter again.




6. Item information. Select the Customer Data Tab. \
=[S IE |F ] R R BRI R 8 BRI mlfz*aH@Defaunv\nues |
IShort Text al. Price

[ERst.. [ tem|a | Quantity|unit =Total VaNe |DelivDate  |POrg [Des.Vendor [Mati Group |PGr [Plant
& CLIN Line 1Description 1.000 EA 1.00 1.0\ 10/0122012 |ARIY| Other ContracK04 Fort Sam Hou

0.00. K04 |Fort Sam Hou:
0.00! K04 |Fort Sam Hou:
0.00: K04 |Fort Sam Hou:
0.00 K04 Fort Sam Hou
0.00. K04 |Fort Sam Hou:

K04 [Fort Sam Hou

_MEEEEN Workiow | Contracts | GPC | LUP_(TFO |

POC InforApproving Officier Funding Modification Information
Full Narne | = Funding Request | |
T Reference PR PR Line d

/ [>[PRD (500) (2]

J/ Trusted sites *100% v

This will default to an inner tab PR Gen Use the inner scroll as needed.

Mandatory Fields are Full Name, Telephone No. and SRN. Be sure to use the COR info and for the SRN type in existing contract number or an internal tracking
number. After you save it you will have to go back in and change it to the PR number generated by GFEBS.

7. Scroll back up to Update/Review the Workflow tab.

Item Overview

M rcen [1]4001: CLINICAL RES
 Material Data_ Quantities/D3 etBerson ’i—ﬁz(:oe‘m
 Gor @ YCoriveds |, GPC Uil | TFO' R ﬂ
-

PR Routing Keys Approval Steps

RequesterfApproval DoDAAC < m‘aamc.:) v 2 1 L7 Safety
| | L2 ITiProgram Manager

Approval Code { | JLec
| L3 Property Book [v] L4 1 =
<] 7 ] [

8. Enter your DODA@eck the different Approvals required for the PR by clicking in the boxes.

‘ 01003




9. Scroll back up to Update the Contracts tab.

Welcome Ana Wimbush Help | Loqg off

THE UNITED STATES ARMY

History, Back |
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10. Enter the Pay Office (HQ0490), NAICS, and the POP Start and End Date

Repeat this for every line. When all lines are updated press enter.

11. Update the Account Assignment tab (with the LOA as necessary). If you selected U the Account assignment tab will not appear. In most locations the RM
will load the Line of Accounting (LOA).



12. Next click on Check to verify the document.
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13. A message advising \o errors is displayed
14. Save to route the PR for approval. A new PR number will de displayed at the bottom of the screen

Recommend the initiator go back into ME53N (Display PR), and print the PR using T-Code ZSSC_Print_PR for their file.
Approvers will now need to go into ME54N to approve the PR



